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19 February 1968

MEMORANDUM FOR THE RECORD

SUBJECT: RCPS Recommendations to Director of Personnel

1. The attached memo for D/Pers was not sent forward.
C/RCEB, DC/RCPS and D/Pers met informelly and discussed main
points ag presented.

2. D/Pers reaffirmed the fact that it is Agency policy
that all eligibles be encouraged to retire as early as possible;
that age 60 will be reaffirmed by the DCI as mandatory retire-
ment age. D/Pers agreed that the RCPS would be established
at this time as the OP focal point for retirement matters but
preferred not to formally transfer Retirement Branch/BSD to the
RCPS. He preferred to wait and make this and other changes on
& more permanent basgls at a later date rather than effect
plece-meal changes.
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MEMORANDS! FOR: YTdyector of Personnel
BUBJECT s+  Retirement Counseling and Placement Staffl
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OfPice of Personnel

1. Parsgreph 6 of this memorandum contains recomendations

for your approval.

8. %he Retirement Counseling and Placement Staff (RCPS)
dsveloped 1ts planned program outline on the basis of policy
guidance provided by the Deputy Directors, the Heads of Carcer
Bervices, and the Director of Persomnel. The essential policy
factors were the affimmatlion that it 18 in fact Agency policy
to encourage all emplovees to voluntarily retire from sexvice
when they become eligible for a non-reduced ammity and the
Agency expects employees to be retired upon reaching age 60.
Yhe KCPS's planned programs for expanded retirement counseling
a8 placement sssigtance gervices are directly releted to -
4mplementation of the two Agency pelicies cited sbove and sub-
sequent reallzation of the ultimate goala of these efforts--a
drammtic increase in the mmber of optional retiremente prior
to age 60 and a well dlsposed, happier, and better prepared
group of employees leaving the service at age 60. The gpecific
deteils of our plasmmed programs to attain these goals have been
explalinell to the responsible senior officers of the Deputy
Directorntes and sll Heads of the (areer Bervices and mect with
their approval. ‘

b, The RCPS is continuing to plan, develop and are now
fmplementing a serles of related efforts to condition and
stimlate employees to plan gnd prepare for early retirement.

The primary theme of all of these efforts 1s to induce, encourege
and asslst employees to elect early optionel retirement rather
than walt until they reach mandstory age 60. These efforts of
indncement include development and issusnce of s series of inter-
oal publicstions, leaflets, informational kits, seminar pregen-
tationg, improved external employment mssistance and personal
eounseling interviews. We remlize that under current Agency
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SUBYECT: EROPR/OP

policy employees reaching age 60 will be requested to retire
a0 schefiule vhether inducements sre offered or not. It is
sggertial however, that progrems be egtablished on their
behalf. A formalized series of services must be offered to
thege employees beginning at lepsi: five years prior to their
schediled retirement date. Such e program has been establighed
and will greatly alleviate the problems and bhardships currently

wisnced by a high percentage of our mandatory retirees.
folleteral to expansion of employee asslstance type gervice, the
ROP Staff is actively engeged in research on legal feasibility
of establishing retirement incentive bomuses or other emolu~
ments which might be provided retirees.

¢. Sadle hmmanitarisn or employee related interests must
be served by all of these efforts,the primary chlectives are
easentially related and sre designed to:

(1) keep promotionsl end develcpmental sssigmment -
epportunities open s6 that younger enployees Are encour-
aged to remein on board throughout their peak efficlency
years;

(2) maintein the Agency's competitive recrultment
position end reduce expensive {both in cost and efficiency)
employee turmtver;

(3) maintain s viable work force with maximun capacity
to meet contingencies, periollic surpluges, changes in
missions and similar disruptive conditions.

{} Remove in s timely, orderly and humanc vey the
guperannuated, the occupationally 1imited, end the least
effective employees in reduced steffing situations.

4, In s very reml sensge meﬁerﬁa in previding
retirement counseling services “4q benefit the
younger nid-career employeo through creation of proamotion heed-
vodm Bha developuental assigmment opportunitice for thia group

iy And deve

of cmployees. This philosophy, therefore, must be impsrited to
the youngey empleyee to encourage hin to remain with the Agency
ghrough his mogt productive years. For this reagon a portion of
sur informational efforts must be directly pointed to the non-
retiree employee to let him know what the Agency is trying o do
oi his behalf.
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8. The gelection of informaticnal materimls, medis and
technigues of inducement for early retirement and facllitating
the oxderly preparation of mendetory retirees are contiming
and will be refined as we pursue our progran. Evaluations of
effectivencos must be maintained on & contimuing basis. General
usefulineas of infomation or counseling provided cemnot ocut-
weigh the tengible results. While it may be "nice” to have our
smployees better prepared for retirement the real value aust
ultimately be measured in the incresse in the mmber of optional
early vetirements st the point in time mansgement wants them to
go. Ae currently planned, the lmpact of our general efforts
will be "across the board" with encouragement to sll eligibles
oo the assmption that this is vhet mansgement desires. ALl
cemponents of the Agency, therefore, should be prepared for an
exodus of s feir percentage of relatively younger and gtill
effective personnel. The pattern of current statistlosl infor-
metion on optional) CIA RAD syetem retirees indicates they average
53 yeara of age with the highest mmber 50 to 52 yeara of mge.

A relatively low percentage of retirees ere 56 to 59 years of
@ge. It can be sssumed thet & good percentage of ths 55 to 59
year old eligibles also carry the higher grafes. Promotion
hesdroon for younger officers will be avellable only when these
older eligibles retire. Deged on the patterna of the past few
years there is little indication thal encouragement or counseling
agelistance slone will induce this category of employee to elect
early retirement. Exposure to expanded counseling services will
no doubt bebter prepare them for their retirement when they
reach mandatory sge but it is doubtful thet this group will
elect early retivement in sny apprecisble mmbers unless cereer
gservice pressure is applied. The carcer services slons can
really influence the ebb or flow of emrly retirememts. The
careey gervices must ldentify eligibles for & non-reduiced anmu-
1ty vho are swplus to thelr requirements and declide who should
be selected for individusl counseling and personalized exterual
employment assistance. The Office of Personnel can then
soncentrate mgalistance for thege individuals and make every
gffort to meke early retirement advantagecus.

©. At the present time valusble counseling services are
being provided all esployees who are on the threshold of retire-
ment. The Betirement Branch/BCD, the Benefits and Sounseling
Beanch/B9D and the External Placement Bronch/RCPS are sll

ey
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SURTECT: ROPS/0P

sctively engaged in "specialized” forms of retiree counseling
aod gosistence. These services pust and will continue to be
provided. The counselors assigned to the BOPS are now in the
personal coungeling business and complement the more specimlized
services renflered by 18D couponents. Imphasis hes of necessity
been placed on serving employees who are in their final months
of employment with the Agency. It 1g essentiml that sleps be
teken oy to slso implement earlier retirement counseling of
auployees who etill have time to capitslize on sdvice end guid-
sghee &nd prepere themaelves for an orderly phase out into
plammed retirement life.

L.

8. It ip the RCPS intent to immediately implement the
"standard” retirement ccamseling progran for mloyeea m in
1968 will have 5 yesrs %o go for mandatory, ase
These 19‘?& retirees will be provided a utially pimnea
geries of "counseling' services tallored to uppzopriate points
in 'bim as they near their retirement day. Outline of this
zed progran ia presented below. We gre faced, however,
with et least two immedimte and pressing problems of considersble -
impacte<first, the fact that as of 1 January 1968 there are mx-
imstely 266, employees expected to retire in calendar year 1 .
LOT in 1969; 326 in 1970; and 306 in 1972. Seven hundred end 5ixb5r—
nine of these people are m&tory cnpes anfl received their writien
notifications some time ago but expept for a few individuals have
not received any organized counseling essistance to date. Theme
egployees must be provided assistance through esteblishment of
special programs to meet their needs which must be carried out
aonourrestly with our "gtandard” or 5 yesr planas. The second
problem facing the Agency flows from the recent celling 2% reduce
tion omupled with the Presldential order reducing the foreign
£ield gtaffing by from 10% to 30%. There is little doubt that
surplus personnel will be identified and the early retirement
mechardas will be employed to ease some of the hurden. 9$he specific
form gnd size of the retirement coungeling work load is not yet
Gefined. The RCPS, therefore, must have a capmcity of fle*ci‘biii‘bj
+o handle non-planned or involuntary retirement cases snd at the
gane time comtimie our present programs to handle the 1972 end the
1968-1971 retirees. Our primary progrem outline for calendar year
1968 is presented as follows:
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an lll-mloyee ‘baaia in March or a,prﬁ 1968. Present
plans anticipate this booklet will be an anmual m‘blie:&-
ticn, Booklet wlll be organized in four sections with
toplcal information deslged to appenl to specific groups ~
of employees. Section I - Early Career Flamning, Section IY -
Mid-Career, Scction III - Bnd of Carcer, Bection IV -~ Camon
Interest Informatlion.

, lewglotter - The initial newsletier
: ation and. spproval on or about

i itpril 1968. Present plane are to issue this newsletier

on 8 guarterly baslis. Toplcal retirement related infor-

pation vill be featured.

oping on & or 3; 2 aticn wzx& A ’mr t;rpe booklet
en the CIA gyatem égsime& for genersl employee use but
specifically useful ss part of the infommational kit to be
sent to the foreign field in enticipation of the stef?
reduction program. A previous effort on this booklet vas
started but suspended in 1966.

(1)

~ {e) Defining Punctions end crgenization of
Office of Persounel components repdering retirement
counseling gervices.

(b) Issuance in cenjunction with Becurity snd -
Cover a regulation on policy and procedures on employ-
ment resumes for pecple leaving the Agency. A Jvefs
regulation covering policy and procedures is now under-
goling coordination with Security snd Cmr.

nber of booka, and publics iona iwre az.maey been procuved
for mpj.ay\ee use in two reading roomg. Space has been made
svallsble for one yoom 1n Magerine Bullding (bockoases and
furniture vere ordered in October 1967 but not yet procured
by OL). A second reading room in the Hesdquarters Building
is to be sob up vhen space im made svailable (the Library hes
withdrawn their original offer of space). ROFS is now setting
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SUBJECT: RCP8/0P

up a temporary reading sreas in our office gpace in
Rotw 205 Magazine Building.

i ) arvaguar counsellng interviews - A1l employees
scheduled to retire between 1 January threugh 31 Merch 1968
will be smpecifically invited for infividual interviews by
the RCP8. All employees scheduled to retive from 1 April
through 31 December 1968 will be extended en "open” invitation
Tor individual counseling if they so desire. We ¥ill not plan
to extend individual invitations by name.

SOnINRr ~ All employees scheduled to retire between

ind 31 December 1968 will be individumlly iavited to
attend the five day seminar in March 1968. Beminar plans are
now fim for the week of 25 throug 29 March 1963.

sormationgl kite - ALl 1968 retiress will be provided
informetionsl kits of retirement related literature. The 1 Jan =
31 March 1968 retirees will be provided s special kit at their
interviev vhile the 1 April =~ 31 December 1968 retirees will be
given s pre-seminar kit in Merch 1968. Both of these kits
contein gimilar mpterials. The pre-seminar kit has additional
literature gelected in relstionship to the topica covered in
the Merch 1968 seminar.

v tie

{1) Personal employment resumes - The ROPS has made
reoctmendations together with proposed policy and procedures
for the establishment of a system vhereby gll personnel leaving
the Agency must be provided with & Becurity and Cover spproved
resume covering his period of Agency employment. Implementation
of this pregram will begin in 1968 with External Placement Branch/
BCP3 the focel point for carrying out this policy.

Esplon Bsigiance - RCPE has ohanged the
gxternal emplovment stance for retirees from the
former system of emphesis on roed solicitation of genersl job
openings to specific smployer solicitation for gpecific employees.
Seme genersl solicitation will be contimied but referral of
candidates will be highly gelective, Employer contacts will be
pursued on & selective basis with pre-knowledge regarding the
organization concerned. Maximum use vill be made of Agency
official cantacts (i.e. - IOS, Cover, eto.) vith selected fims
and coordinated throug these compouents prior to any OP contacts.
Finally, complete files will be maintained on e current besis en
contact emperience with each active employer organization.
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SUBYECT: ROPS/OP
(3) wOIIC 31 &2 gearch on 3 A% A tters - RCPS
will continue to research lable spurces of informstion

roparding retirement and retirement counseling progrems.
Improvements will be incorporated into cur programs end
evaluations mede on their effectiveness. All topics listed
on our "task force areas of concentratien” will be pursued
and implemented as appropriate.

stter o ficat ret] nt date ~ Five-year

wotit OF pending retirement will be ilzsued to
each mandalory retiree. This letter will include information
that an inttial individual counseling interview will be arvanged
in calendar year 1568 for each 1972 retiree.

» () Indd vidual counseling interviews - Esch 1972 retiree
will be scheduled for an initial personal interview by ROPS 4o
1968. Appoimtment will be mede during the month ceinctiding

with his birthday vhich in twm 1s the momth of retirvement. As
part of this initial personal interview each empleyvee will be

- provided vith an estimate of his prejected ammuity. Present
plens include schefduled personsl interviews snnually thereafter
with the 1972 interviev set for 90 days prior to retirement.

(3) Seminars - There are no geminars planned in 1968
exalusively for the 1972 retirees. An open invitation will
hovever be extended to these employees to sttend either the
March or November 1968 seminars.

5. Qurrent Activities

a. The BCPS has specifically sssigned four officers to handle
the incremsing velume of personal counseling interviews (some 80
interviews have been conducted with 1967 and 1968 retirees furing
the period 1 October 1967 to dste). The Staff is comnitted to
interview during calendar year 1 all svallable 1972 mandstory
sge retirees (198) plus an estimated 120 optiona), disability and
4igcontinued service type retirees (this estimate is based on
ourrent Agency experience). The 1972 mandatory retiree interviews
will be controlled through scheduling coincident with their month
of relirement. The RCP8 Counselors are prepared to provide initial
general counseling and refer employees requiring "expert” advice to
the sppropriate component providing "specislized” counseling or
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assigtance. The ROPS Counselors routinely pose a mmber of
sxploratory questions to the potential retiree to escertain his
actual state of preparation for retirement and to surface potentisl
dsficiencies in his realiness. As & result of this overall check-
up the employee can then take stepe to get his affairs in order
and meke hig decisions from a more knowledgesble polnt of view.

, {bj It 4 now an sppropriste time to formalize an action or
"line" role for the MCPS and sstablish a focal point for retirement
sounseling matters. Staff type functions of the RCPE involving :
ressaprch, gtudies, and projected plamning will continue to be carried
art concurrently with implementation smetivities., Employees, super-
vigors and compoment Personnel Officers have voleed confusion as to
where a retiree should be initially referred for assistance.
gpecinliized coungeling assistsnce rendered by the Retirement Branch
and Benefits & Counseling Brunch/BED provides vitel services to the
retires but concgntrate on specific sspects of the retirees
eiroumstances. A broad overview of the retirees state of affairs
migt be provided initislly with subsequent referral of a "prepared”
intervievee to Retirement Branch, Benefits & Counseling Branch/BED
or External Placement Branch/ROPS.

6. DESOMUCNLAT

It is recomended:

$ai that at this potnt in time reaffim the validity of RCPS
of the Agency's retirement policy objectives (1.e. to

ang jge optionsl retirement of employees when they become ellgible
for a non-reduced annuity snd employees will be expected to retire
at age 60 at the latest unless specifioully expepted).

b. that Office of Persomnel Fetiresent counseling snd external
plecement services be consolidated into ome operating divieion.

¢, that the Retirement Counseling snd Flacement Staff be
egtabliched as o Division and rensmsd the Retirement Division/OP.

4. that the Retirement Branch/PED/OP be tranaferred to the
Retirement Divieion/OP and name changed to the Technical Bupport
mnCht

&. that the organizational name of External Plecemsnt Branch
e changed to External Employment Assistence Branch.
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SUBJECY: ROPs/oOP

f. that the interim organization of the Hetirement Division
scnalst of: en Office of the Chief; s Counseling Branch; a Technicel
Bupport Branch snd en External Boployment Assistance Branch.

g, that the functional gervices currently perfomed by
Retirement Branch/BED and the Externsl Placement Branch be continued

undar the new Retlirement Division.

k. that the organizaetionsl name of the Benefita & Counseling
Branch/BBD be chenged to Employee Services & Processing Branch/BeD.

I 5

Chief, Retirement Counseling
5 Placenent B8taff

Becamendations & through h contained in paragraph 6 ere

" Fobert B

: -
Mrector of Fermel

o gr7
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RECOMMENDATION NO. 10:

ta. The Director of Personnel prepare a recornmendation for the
Executive Director-Comptroller to ensure Agency-wide compliance with
which specifies that employees be interviewed on retirement
plans one and two years before retirement.

b. The Director of Personnel consider the desirability of having
" employees interviewed by their components five, four, and three years
before retirement in addition to the present two-and one-year interviews."

RESPONSE:

a, Concur. We agree that there have been instances where employees

have not been interviewed by their components 28 required by [ IGcNGEGNG 25X1A

~We feel that we can engure Agency-wide compliance by a stricter control by
the Office of Personnel and are taking steps to tighten our monitoring of this
-requirement. A system will be followed that will require the Executive
Secretary, Agency Retirement Board, to contact components by memorandum
and remind them that prospective retirees muet be interviewed at the two-
year point. In addition, we are adding a new provision to our present pro=
cedure whereby the Executive Becretary will gend a formal memorandum to
the prospective retiree through his component one year in advance of the
retirement date. Acknowledgment of receipt of the memorandum by the
individual will be required.

b. Nonconcur. We do not feel that any change is necegsary in the present
requirement for the five-year, two-year, and one-year interviews. We are
adding a feature that will require the Executive Secretary, Agency Retirement
Board, to receive a response to his five-year letter within six months of
jssuance. With the tightened monitoring of the two-and one-year interviews,
notes in (a) above, we feel that the interests of both the employee and the Agency
will be properly service.

RECOMMENDATION NO, 11:

¥a. The Director of Personnel study what period of time is adequate
notice of retirement by employees who are gtationed overseas, and that both
I be 2mended to reflect any changes that may be considered
necessary.
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; b. The Director of Personnel initiate a further amendment of
25x1A 1 stressing that it is desirable for Headquarters employees

f retiring under the Civil Service Retirement System to give 90-days

{ notive of retirement plans.
’; ¢. The Director of Personnel in future Headquarters Employee
| Bulletins on the Agency and Civil Service Retirement System emphasize
I the need for Headquarters employees to submit their requests for retire-
’ ment 90 calendar days prior to the desired date of retirement. "

RESPONSE:

|

/ a. -b. The problem in delay of settlement of Agency affairs and

. receipt of retirement annuity does not oridinarily stem from inadequate

t notice of retirement but rather from the problemes associated with the

{ individual's affairs at the time of retirement. With steps being taken to

f improve the Processing in unvouchered cages {reported on page 34 of the
survey report) the processing time before receipt of annuity should be
improved considerably. As far as advanced notice of retirement, we

~ believe that 90 days would provide adequate notice to the Agency of the

employee's intention etire under either aystem. An appropriate

5X1A amendment to ﬂis being initiated.

c. Concur. Will comply in future issuances of related substance.
However, in view of the limited applicability of this problem of advanced.
notice of retirement, a special Agency-wide Headquarters Employee
Bulletin appears to be an expensive way to communicate this requirement,
The regulation should be enough but we are planning to bring this require-
ment to the attention of Agency Personnel Officers and Support Chiefs.

RECOMMENDATION NO. 12:

""The Director of Personnel direct the appropriate operating divisions of the
Office of Personnel to pPrepare and issue the reviged separation code. !

RESPONSE:

Concur. A revised code has been prepared,
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